Supplier Registration Manual
SAP Business Network

vaitro.




Dear Ariba User

To support you in the development of activities within the SAP Business Network system, this guide
presents the description of the process required to create an Ariba Network account.

The objective of this guide is to understand the registration process to be enabled with your client VITRO.
We hope this manual will be useful to you. If you have any suggestions or queries, please indicate them
to the support channel habilitacionproveedores@vitro.com

Sincerely,

Vitro

v4aitro.
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Supplier registration

Step 1

To start the registration process, you must enter the email received from the SAP Ariba platform and
select the "Get Started" button. The sender of the email is Ariba Administrator (ordersender-
prod@ansmp.ariba.com)

If you do not receive it, look in the Spam or junk mail folder.

lersender-prod @ansmip.ariba.com>

e junio de 2023 15:52

Para: contact <contact@vivoconsulting.com>

Asunto: Vitro would like to connect with you on SAP Business Network

mltro

Connect with Vitro to collaborate on SAP Business
Network!

To VIVO GS MEXICO,

Vitro, would like to invite you to connect with us on SAP Business Network.

\ Click Get started to connect.

Link expires: Wednesday, Sep 06, 2023, 12.00AM PDT

Image No.1: Ariba invitation to email.

*Note: Registration in Ariba must be done only with the invitation received from VITRO.

Step 2

When entering the invitation link, two registration options are displayed:

1. Using an existing account — If you already have an Ariba account, go to the “ Linking an existing
account with the customer " section of this manual.

2. Create a new account — If you do not have an account registered with Ariba and this is your first
time logging in, go to the “ Ariba Network Registration Questionnaire " section of this manual.




Benefits of a business
relationship on SAP
Business Network

1. Digitalize your business
Collaborate with your customer on the same
secure network, while improving efficiency with

paperless processes

2. Ensure resiliency and sustainability
Boost customer satisfaction, simplify the sales
cycle

3. Act with Intelligence

Tur ts from SAP Business Network into

advantage

About this invitation

Yaitro
Connect with Vitro to collaborate on SAP

Business Network.

We found existing accounts based on the information in the
invite. Please review.

Review accounts

Use existing account ] @

Create new account ] @

Powered by E- ':'

© 2021 SAP SE or an SAP affiliate company. Al rights reserved.
Privacy Statement Security Disclosure Terms of Use

Image No.2: login from an invitation.



Business Network Registration Questionnaire

Step 1
The form is made up of two sections that must be completed to register.

Note: Fields marked with a red asterisk (* ) represent mandatory fields, necessary for provider registration.

1.1 Company information:

e Company legal name: Enter the full name of your organization.

e Country: Select the country in which your organization is located.

e Address: Enter the location of your organization. You can write on both lines if necessary.

e Postal code: digits according to the standardization of the country to which your organization
belongs.

e City: Specify the city in which your organization is located.

e State or Region: Specify the state or region to which your organization belongs.

Company information @

Company (legal) name *
PRUEBA 5

Country/Region *
Mexico [ MEX ] v ]

Address line 1 *

Address line 2

Municipality *

Postal code *

64000

City *
SANTA CATARINA

State *

Choose a state v

Image No.3: company information.



1.2 Administrator account information

In this section, you must specify the information required for the creation of your user in the system under
the defined organization.

e User: A person designated by your organization to participate in the customer-defined Ariba
module. As a good practice, it is recommended that the username be the same as your email, by
selecting the "Use my email as username” button.

e Password: define a password for the user, taking into account the indicated requirements:

v" Must be between 8 and 32 characters

Lowercase, uppercase, numbers, and special characters are allowed

Cannot contain the username

It is not recommended to use repeated characters and numbers sequentially

Only ASCII characters are allowed (numbers 0-9, A - Z in upper and lower case, and some

special characters)

e Business Role — Select the role that the Ariba Account Administrator performs.

NSRRI

Administrator account information @

First name * Last name *

Email *

‘ paola.sacriste@vivoconsulting.com ‘

Use my email as my username

Password * Repeat password *

| ° || ®

Image No.4: administrator account information.

Step 2

Once the information is complete, select the terms of use agreements, the privacy statement, the
CAPTCHA (I'm not a robot), and select create account to finish the registration process.



Business role *

Choose your primary business role v @

) I'have read and agree with the Terms of Use.

[ ] I'hereby agree that SAP Business Network will make parts
of my (company) information accessible to other users and
the public based on my role within the SAP Business
Network and the applicable profile visibility settings.
Please see the Privacy Statement to learn how we process
personal data.

reCAPTCHA

Privacy - Terms

I'm not a robot

Image No.5: Complete the registration questionnaire.
Step 3

Once the registration process is complete, a pop-up message will appear in which you must select the
address “You have entered:”

Address recommendation x

We noticed that your address is incomplete or invalid. Piease make a selection from the
recommendations below and click Confirm.

You entered:

Prueba, Guatemala, Guatemala, 01010

We recommend:

01010,Guatemala (Ciudad De Guatemala),Guatemala

Zona 1.01010, (Ciudad De Suatemala

Zona 10,01010, (Ciudad De Guatemala

Zona 11,01010, (Ciudad De Guatemala

Zona 12,01010, (Ciudad De Guatemala

Image No.6: Select address.



Step 4

After selecting the address, you will be redirected to a new page where we must select “Continue account
creation.”

@ Help

w Business Network

What to expect when Create a free company account to connect with
you create an account: your customers on SAP Business Network

1. Digitalize your business 2L 5 .
8 Y We found existing accounts based on the information you
Collaborate with your customer on the same Gitera. Plosss idvicw:
secure network, while improving efficiency with
papertess processes

2. Ensure resiliency and sustainability

Boost customer satisfaction, simplify the sales
cycle

3. Act with Intelligence

Turn insights from SAP Business Network into Gontinlle sccaint restion

your competitive advantage

Learn more

Image No.7: Account creation.
Step 5

Once we click on the button, a new sale will appear, which we must click on the “Add” button, which we
must add certain information such as the “Product and Service Categories”

Almost done! We just need a
little bit more information.

Please provide the information below and you will be discovered by
more custamers looking for companies like yours

Product and Service Categories

[ e vt ans sence cagos J[ aoa ] o oo

Ship-to or Service Locations

Enter Ship-to or Service Location H Add ] o Browse

EIEY ([Reming me tier | bt show wis 1o me again

Image Image

No.8: Add category.



Step 6

The type of categories that best suit the service provided by the company must be examined and selected,
in order to have a better categorization of the company.

AP~ BusinessNetwork ~  Standard Account || Get enterprise account = @
Home  Enablemen:  Workbench  Casloss  Assessments Create + | we

Product and Service Category Selection

Search Browse
Click the product and service category you want to add and click the + icon. Lower-level product and senvice categories are displayed after you click a product and service category. Click OK ta save your changes.

Browse Product and Service Categories Didnt find what you were looking far? Try Search =

Agricultural & Fishing Machinery > = Agricultural, Forestry and Landscaping Equipment > Agricuitural machinery for clening and sorting and @ . e
g >

Agricultural & Fishing Services > Fishing & Aquaculure Equipment >
Agricultural machinery for harvesting > @

Apparel, Luggage & Personal LCare >
Agricultural ry for planting and seeding > @

Chemicals >

> > pgricultural ry for soil preparation > @ >

Cleaning Supplies >
Agricuttural ing machinery and equipment > @
Dispersing and spraying appliances for agriculture > @

- Forestry machinery and equipment > @ .
My Selections (0)
Na item
T 2022 4P SE o an 5aP affcate company. Al rights reserved. Pruacy Smement  Security Disciozure  Terms of Use

Image No.9: Category selection
Step 7

Once the category selection is complete, we will see said tab again, in which we must validate that the
selected information has been added satisfactorily (Image No. 10). Once the information has been
reviewed, we must click on the “Send” button.

Almost done! We just need a i
little bit more information. ® L

2

Image No.10: Send information.
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Step 8

After sending the information, we go to our email inbox, where we must confirm our email by clicking on
“Confirm email”

martes 12/09/2023 12:28
Ariba Commerce Cloud <ordersender-prod@ansmtp.ariba.com>

Action Required: Confirm your email

Para M Andrea Pérez

© si hay problemas con el modo en que se muestra este mensaje, haga clic aqui para verlo en un explorador web.
Haga clic aqui para descargar imagenes. Para ayudarle a proteger su confidencialidad, Outlook ha impedido la descarga automatica de
algunas imagenes en este mensaje

Confirm your email
Dear Andrea,

Thank you for joining SAP Business Network. To finish signing up, you just need
to confirm that we have the correct email

Confirm email

Link expires: Friday, Sep 15, 2023, 11:27 AM PDT

Image No.11: Confirm email.

Step 9

After them, the Ariba page will load and a pop-up message will appear, which indicates Welcome to SAP
Business Netword. In addition to this we must click on “Complete profile”

Welcome to SAP
Business Network!

Complete your profile to increase your
company's visibility and grow your business

F eedback

= 1

Maybe later

Image No.12: Welcome to Business Network.
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Step 10

Finally, the full SAP Ariba Business Network screen will appear, indicating that we have correctly
registered and entered our account.

My widgets it Customize

Company profile Shipment tracking My leads Download app

We are now oy
mobile. -
7

Image No.13: Finish the registration process

12



Link an existing account with the customer

If you have previously worked with other clients and have an Ariba Network user, you can link your account
to the VITRO client.

Step 1

In the invitation link, select "Use existing account’, enter your existing account credentials, and select
‘Connect”. This will allow your account to be linked to the new customer.

mll[‘()

What to expect after
you connect:

Sign in to connect with Vitro

::::::

e

Image No.14: link the existing account on Ariba

Step 2

Once the existing user has been entered, the system will direct you to the start of ARIBA and you will
receive a message confirming the connection with the VITRO client > With this, the registration process
in SAP Ariba ends.

1l
S,
A

iEnhorabuena!

13



Image No.15: Finish the registration process
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Login

Step 1

Once the organization and user are registered, you can access SAP Ariba ( http://supplier.ariba.com/ )

from your browser, enter your credentials, and select login.

SAP~ Business Network -

Supplier Login
Vienna

— H

New to SAP Business Network?

Register Now or Learm More

Supported browsers and plugins

Image No.16: login.
Step 2

SAP Spend Connect Live 2023 is coming to

Registration is open! Engage with our global
SAP Leadership and hear from inspirational
customer speakers. Take advantage of our Early
Bird pricing by July 28th! Register now!

Privacy Staternent  Securty Disciosure  Teems of Use

Once the existing user is entered, the system will direct you to the ARIBA home, where you can view all

the information on the Ariba home page.

SAP  Business Network v Standard Account | (Get enterprise account | TEST MODE

Home  Enablement  Workbench Assessments

BV D

Overview  Getting started

0

Enablement Tasks

My widgets ¢ Customize
Company profile Shipment tracking My leads

Purchase order no.

(]

35%

Completed

'V’.

You have no open leads matching your
company profile. View all leads

Create

Download app

5
We are now o
mobile. S5 *
<
g

15


http://supplier.ariba.com/

Image No.17: Home Page on Ariba

Frequent Questions

1. How can | confirm the relashionship with the client Vitro?

1. We must click on the initials of our account; we find it in the upper right corner.

2. We will be redirected to the configuration part
3. We must click on “Customer Relations”

SAP Business Network v Standard Account | (et enterprise account | TEST MODE

Home  Enablement  Workbench Assessments

4 !
- -

Overview  Getting started

R

Account Settings
Enablement Tasks ‘
o Customer Relationships (3

Users

My widgets 4 customize Noieaons:

Application Subscriptions
Company profile Shipment tracking My leads

J— )

Proveedor Prueba VIVO

paola.s

teS@vivoconsulting.com
My Account

Link User IDs

Contact Administrator

Switch Account >

DUMMY ZZZ
ANID: AN11168371000-T
unt

Standard accol

Company Profile

Marketing Profile

Settings

| Account
Purchase order no. Network Settings
ﬂ Electronic Order Routing
35%
Completed Electronic Invoice Routing

You have no open leads mat¢
company profile. Viewall Remittances

Image No.18: Customer relations.

4. Verify at the bottom that our client should appear “Vitro”

Logout

16



5. Once the review is completed, click “Close’

Account Settings “

Customer Relationships  Users  Notilcations  Application Subscriptions  Account Regstration

Current Customers

Filter

Image No.19: Vitro active relationship.

2. | have forgotten my username and/or password. How can | recover it?

In case you do not remember your username or password, you can select "l forgot username or password"
on the Ariba home page ( http://supplier.ariba.com/ )

SAP~ Business Network ~ ® 0

Supplier Login Supplier Center of Excellence Webinars -
Spanish

{ Join us on the Supplier's dedicated webinars
User Name
| and learn how to get the most of your SAP
Business Network experience! Live Webinars are
available just in Spanish!
Password

Login Leam More
orgot Usermame or Password

New to SAP Business Network?
Register Now or Learn More

Supported browsers and plugins

Image No.20: login.
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http://supplier.ariba.com/

1.

Recover your username

Enter the email address you used to register with SAP Business Network.

Email address

If you do not remember your username, select “ | forgot my username " and enter the email
associated with your Ariba account.

2.

Image No. 21: Recover username.

If you don't remember your password, select “Password” and enter the email associated with your
Ariba account.

Reset your password

Enter the email address you used to register with SAP Business Network.

Email address

Image No.22: Restore password.

*Note: once you select "Submit” for either of these two options, a link to recover your username
or reset your password will be sent to your email.

3. Select the link that redirects you to reset your password on Ariba.

18



4
@ Ariba Administrator <no-reply@eusmtp.ariba.com> © | © Responder | ) Respondera todos

Para @ Pacla Sacriste

() Esta es la version mds reciente, aunque ha realizado cambios en otra copia. Haga diic aqui para ver €l resto de versiones.
Haga dic aqui para descargar imagenes. Para ayudarle a proteger su canfidencialidad, Outlook ha impedida la descarga automatica de algunas imagenes en este mensaje.

VivoconsultingDSAPP - TEST

Dear Paola Sacriste,

This email message has been sent in response to your request to reset your
password for VivoconsultingDSAPP - TEST's Ariba Spend Management site.

Before you can access VivoconsultingDSAPP - TEST's events, you must first
move your buyer-specific username from the buyer's site to the Ariba
Commerce Cloud.

Click Here to move your buyer-specific username from the buyers site to the
Ariba Commerce Cloud.

Image No.23: Email to reset password.

Set a new password and secret security question. When finished, press the "Confirm password" button.

4. As confirmation, the system will display a message like the following.

Su contrasefia para se ha actualizado

Se ha actualizado la contrasefia de su cuenta. Puede iniciar sesién ahora utilizando el nombre de usuario de Ariba Commerce Cloud (i )y
sU nueva contrasefia. Haga clic aqui para iniciar sesion en Ariba.

Image No.24: Password reset confirmation.

3. I have completed registration, why can't | see my Purchase Orders? _

You must wait for VITRO to send you a purchase order through the Ariba platform ( ordersender-
prod@ansmp.ariba.com ) and select the "Process order" button.

Your buyer will tell you when a purchase order will be sent depending on the need.

19


mailto:ordersender-prod@ansmp.ariba.com
mailto:ordersender-prod@ansmp.ariba.com

TEST ha enviado un nuevo pedido 5000000039  #ecibidos x
e TEST" <ordersender-prod@ansmtp.ariba.com> & |un, 12 sept, 16:08 (hace 20 horas)
parami v

TEST

Un nuevo pedido de compra de
TEST

Hola, ~TEST:

TEST le ha enviado un pedido de compra en SAP Business
Network.

Para acceder al pedido de compra, haga clic en Procesar pedido para ver la
informacion detallada

Haga clic en Procesar pedido para iniciar sesion

Procesar pedido

Conteste a este correo electrénico para enviar un mensaje a su cliente.

Image No.25: Example of purchase order received by email.

4. It has been an unexpected error occurred how | can clear cookies and cache?

You may receive an unexpected error when entering Ariba, this is due to an internet connection problem
or you need to clear your browser's cookies and cache.

Error

Se ha producido un error inesperado. Para resolvarlo le recomendamos que limpie las cookies y la caché de su navegador, cierre la sesién y vuelva a iniciar sesién en la cuenta.

Para limpiar sus cookies y caché:
1. Mantenga pulsado Ctrl + Mayls+ Supr con la ventana de su navegador abierta. Se abre una nueva ventana.

2. Realice una de las siguientes acciones, dependiendo de qué navegador esté utilizando:

a. Internet Explorer: seleccione las opciones de Archivos temporales de Internet y Caokies. y luego haga clic en "Eliminar”.

b. FireFox: seleccione “Todo" en el menti desplegable "Rango temporal a limpiar". Seleccione Cookies, Caché y Sesiones activas, Luego haga clic en "Limpiar ahora”.

. Chrome: seleccione La opcion "Desde el origen de los tiempos” en el mend desplegable junto a "Eliminar element desde, “Cookies y otros datos de sitio y de complementos” y
“Archivos e imagenes almacenados en caché” y haga clic en "Borrar datos de navegacion”.

Le recomendamos que utilice un navegador certificado por Ariba :

Google Chrome 26 y 34

Microsoft Internet Explorer 7-11 (de 32 bits)

Mozilla FireFox 24 0 27 (ESR)

Si desea mas i ion sobre los i por Ariba, consulte los siguientes articulos de contenido de Ariba Exchange User Community:
https://uex ariba.com/node/1004
hitps:/iuex ariba.comnode/2222

Para encontrar asistencia adicional visite Ariba Exchange User Community:
1. Inicie sesién en su cuenta de Ariba.
2. Haga clic en Ayuda> Help Center en la esquina superior derecha de cualquier pagina.

Si después de limpiar a caché y las cookies de su navegador, le sigue apareciendo un error, péngase en contacto con Servicio de asistencia al cliente de Ariba con el némero de referencia del error: ANERR-
10000000000000001679271829

Image No.26: Browser error.
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Here is the procedure to fix this problem:
- If you use Microsoft Edge:

1. Go to settings and more (three dots on the upper right side of the browser)
2. Settings (Gear) > Privacy, search, and services

3. Choose what to clear in “Clear browsing data” > Clear browsing data now
4. Choose the time interval from the list

5. Select cookies and other site data > Clear now

Clear browsing data

Time range

=T 3l

1 ftem. Browsing data is only stored on this device.

v Download history
None

v Browsing history I

Ii Cookies and other site data

From 5 sites. Signs you out of most sites.

' Cached images and files
Frees up less than 5.4 MB, Some sites may load more
stowly on vour neat i,

This will cear your data across al your synced devices signed in to
rrossjames@gmail com. To clear browsing data from this device

only, tum off sync.

Image No.27: Clear cookies and cache in Edge.

- If you use Chrome:
1. In the upper right corner click on configuration (three points)

2. More tools > Clear browsing data
3. Choose a time interval > To delete everything, select all periods

21



4. Check the boxes next to “Cookies and other site data” and “Cached images and files” > Clear

@ Settings Q, Search settings
= Youand Google
- 9 Safety check
B Autofill and passwords
@ Chrome can help keep you safe from data breaches, bad extensions, and more Check now
Q  Privacy and security o
(& Performance
Privacy and security
@®  Appearance
Q. Search engine - Clear browsing data N
Clear history, cookies, cache, and more
B0 Default browser
® Privacy Guide N
@  Onstartup Review key privacy and security controls
@ Cookies and other site data N
@ Languages o Third-party cookies are blocked in Incognito mode

Image No.28: Clear cookies and cache in Chrome.

5. How can | change the account manager's contact?

If the person managing the Ariba account needs to be updated, it must be done as follows.

Note: This change must be made from the administrator user, so it is recommended to execute this

change before user exit.

1. On the Ariba home page, select the initials in the upper right corner > My Account

22



PAOLA SACRISTE

pacla sacristel @vivoconsulting.com

My Account
Link User IDs

Contact Administrator

PACLA SACRISTE 2
ANID: AN11155568740-T ]

I Company Profile I

Settings >

Logout

Image No.29: User configuration

2. In the email section, enter the new email and Save the changes.

Company Profile _ Claia

AdsnEs b gl e Pabiic Profle Complessness
Crvenview ==
Short Deacripton
Compuny Karm:* | FADLA SACRITE 3 Visbite
usal Riervs

roneorkd  ANILISSSEATOT
Sham Coscrpnon
#
—
wetare
. Share Four Public Profie
< Profta . Cor oA LT 45T | Cui e
el | LA delia Pty Ssese

Elick haes B2 gt o s e

s ==

Middwis 1" | GAATEMALA

View Pusiic Profile
o Codecs | maote Profile Visbility Settiegs

Image No.30: Email change
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6. If I have a problem registering, what is the support channel?

For  additional questions  about  the  registration process,  you can  contact
habilitacionproveedores@vitro.com

7. What kind of Ariba account do | have, Do | have to pay?

The default account when registering in SAP Business Network is a Standard Account, that is to say, it
does not have any cost of use.

The change to Enterprise Account type is optional and involves a cost that SAP will provide according to
your business.

In the case of being interested in acquiring an Enterprise account after registering, you can do it in the
following way:

1. On the Ariba home page select “Get an Enterprise Account”

SAP Business Network v Standard Account | Get enterprise account | TEST MODE

Home Enablement Workbench/ Assessments
. } e
- " .

Overview Getting started

0

Enablement Tasks

Image No.31: Enterprise account

2. You can view the benefits of an Enterprise account and obtain the subscription cost should go to
SAP Business Network for Suppliers | Enterprise Account

24
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FULFILLMENT

% Orders and invoices

= Catalogs

¥ Integration

Legal Archive

Reporting

% Support

% Fees

Upgrade to realize the full value of Ariba Network!

STANDARD ACCOUNT

Your current account

/

+ Respond to emailed orders using
features that your customer
requests, like order confirmations,

ship notices and invoices Network.

+ Check invoice status and create
non-PO invoices, if supported by
your customer

documents.

+ Publish catalogs that detail your

products and services * products and services

+ Integrate with your backend

ENTERPRISE ACCOUNT

+ Skip the emails. Get and manage
orders and invoices all on Ariba

+ Use CSV uploads to manage large

+ Publish catalogs that detail your

systems through CXML or EDI

+ Access to long-term invoice

archiving (regional restrictions

apply)

+ Get reports to track transactions and

sales activities

Help Center s

Free Based on usage

+ Help Center, phone, chat, and web

*Standard account users will self-enable catalogs. Help center centent and documentation is available for
self-service.

Image No.32: Enterprise Account Details

8. Add additional users

1. Loginto SAP Ariba
2. Select the initials at the top right > Settings > Users

SAP  Business Network v Standard Account

Home Enablement

Workbench

Overview

0

Enablement Tasks

My widgets

Company profile

35%

Completed

Getting started

4% Customize

Get enterprise account T

Assessments

¥

. IR

Account Settings
Customer Relationships
Notifications

Application Subscriptions

Shipment tracking My leads

—_— R .

Proveedor Prueba VIVO

paola_sacristeS@vivoconsulting.com
My Account

Link User IDs

Contact Administrator

Switch Account >
DUMMY Z2Z

ANID: AN11168371000-T

Standard account

Company Profile

Marketing Profile

| Account
Purchase order no. Network Settings

Electronic Order Routing

(]

You have no open leads mat§
company profite. View alf - Remittances

Electronic Invoice Routing

Data Deletion Criteria

[Senings I @

Logout

Image No.33: Registration of additional users.
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3. Select Manage Users > Create User

GAP Business Network

Account Settings

Customer Relationships

Roles (2)

Manage Users

andard Account

Users  Notifications

Get enterprise account TesT Mooe

Application Subscriptions

Manage User Authentication

Account Registration

Revoked Users More.

Create and manage roles for your account. You can edit the role and add users to a role. The Administrator role can be viewed, but cannot be modified.

Filters

Permission

t permission assigned

Apply

Role Name
Administrator

Administrador 2

Create Role

Users Assigned Actions

Proveedor Prueba VIVO

E}

Image No.34: Registration of additional users.

4. Complete the required fields marked with asterisks

GAp~ Business Network

Create Role

* Indicates a required field

New Role Information

Permis:

Description:
4
sions
Eumuﬂ have at least one permission.
u our Ariba Network, o 410 enable all
Permission Description

[i]
L]
L]
[
]
[
[]
[
[

Standard Account

Get enterprise account  TEST MODE

Name:] | Administrador 3 o

Access Proposals and Contracts
Gatalog Management

Company Information

Gontact Administration

Create postings on Ariba Discovery
ID Registration Access

Payment Profile

Respond to postings on Ariba
Discovery

Trading Invitation Account Merge
Transaction Configuration

XML Configuration

View your organization's Ariba Sourcing events and Ariba Contract Management contracts, documents, and tasks. This permission grants access o the Proposals and Contracts properties. Individual users must be approved by Ariba Sourcing buyers before they can
view or participate in events o contract tasks

Set up and manage catalog-related activities

Review and update company profile information

Maintain information for account contact persannel

Create postings on Ariba Discovery

Register unique identifiers, like email domains

Configure your payment profile

Respond to postings on Ariba Discovery

Allows the zssigned user to merge a trading related invitation into this Ariba Network Account
Configure account for electronic transactions

Configure account for cXML transactions

Image No.35: Registration of additional users.
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5. Inthe role assignment section select Create role

6. Assign permissions name > Select the permissions to add > Save

Note: if you want to add all the permissions, directly select the “Permissions” box

Permisos

|
g
£
g
3

Pagina »

permisn Descripeidn

tes (se necesita acoeso a a Bandefa de entrada)

itud de pedido de cambio: a it de cambio

RN NENNEN NN TR RN NN

Ge pago

Image No.36: Registration of additional users.
7. Go to the Manage Users tab
8. Click the "+"to add a user

JE— ==

Gustomer Relatiorships o Notficatons.  Application Subscriptions.  Account Registration
Manags Roles Manage User Authentication Revoked Users More.

Users(1)

[] nabte sssignment of orers to users with lmited access to Arba Network. ()

Filter

°E|E

[ usemame Email Address Frsthame  Last Name SAP Business Netwo ok Discovery Contact fecle Assigned Authorization Profies Assigned  Customer Assi gred ang| Create User

pacta sacristeS @vivaconsulting.com g Frowedar  FrusbaVvD Mo PROFILE_MGMT_ROLE, *5 A80) e

L | Addito Contact List ]I Remove from Contact List

Image No.37: Registration of additional users.
9. Complete the required fields

Note: the user must have email format
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10. Select the created permission
11. Click "Save'

GAp  Business Network Standard Account | (Get enferprise account TEST MooE

Cancel

assign a role and If needed assign them to  business unit. Ariba will email a temporary password to the address provided for the new user account. The account information entered here will not be modifiable after you elick Done dify role

Create User o

Create

New User Information

Usemame:* | luis.cano@vivoconsulting.com

o JEmail Address:* | luis.cano@vivoconsulting.com
First Name:* | Luis

Last Mame:* | Cano ‘

T o ot low e ser o reser

This user Is the SAP Business Network Discovery Contact 'L

[ uimited access C
ot s V][]

Role Assignment

Name. Description

] Administrador 2
[ 2
Customer Assignment

Assign to Customer: () All Customers

Select Customers

Image No.38: Registration of additional users.

12. The user will receive a notification to their email to Register in the system

9. What means the DUNS number?

The DUNS number is an optional, unique identifier used to universally represent a company throughout
the world. This code provides a standardized way of identifying organizations and makes it easier to track
them in commercial and financial transactions on a global level.
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Recommendations

To optimize the registration and trading process, the suggested internet browser is Microsoft
Edge in its current version.

Write down your username and password in a safe and easily accessible place. It can be

supported by the password manager of the Microsoft Edge or Google Chrome browser.

Verify that Ariba system notifications are not directed to the “Junk” or “Spam” folder. If so, you
need to validate that you don't have Ariba admin blocked as a sender.

"~ Messages sent by Ariba will be sent with a sender called “Ariba Admin”.
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